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INTERTY ASSIGNMENT SHECTION
- Progress and Accomplishments
1 July 1961 - 31 December 1961
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New Employces
Clerk3¢.nc-.ooﬁ-o~no.ono-o¢--t-.-ooco-ou-ooo-ooocoo..;
Clerk—TypiStS................................--o......
Clerk StenographeTS....-..o--.oo..-...c-....-o.-;o....
Hi8cel1lancous (Dther )seessesessssesoscecossonnsonsenns

PrOfGSSionalsonnooocoooiounnoc.oo-o-oonou--c.uu-voo...

Total. " o 8

Type Clearance
Full Clearence'h.l.'0'l0QI’C.QOO..0.0'.1'.0'!.'.‘0'0..
Provisional CloaraNCOecasserrecrnesesseantsacsnsnnesoe
Total. DR TS

Minimum, Maximum and Daily Average
Minimum number of personnel for one Aa¥eesesssescosess
Maxlmam number of parsonnel £or oNe daye..essssccseses

Daily aver&gs;oﬂo.-.o'o-oooqo-o--icocounotnmocontoto.t

Number of employeces referred to Appointment Clerks for..

assignments.......................‘..-......-....

Number of omployees charged against IAS slots and referred
directly by the IAS to Administrative Officer s
Office of A-SSigrlmant.."‘...'...l'.'.."..l.".l.

Resignations
Becurity, medical, and personal reasONS....essseeossa. . Lo

Memoranda to Pav Boll Branch cortifying leave balance from
' other AgenCiGS.....-....a-.....-«.....-.-o....... 8

Memoranda to Security Control Officer (05) requesting per=-
mission to obtain outside employment after work-
ing hours and on Saturdﬁy....-....-.-..-«-u--a.;e . 29

Memoranda to Security Control 0fficer (0S) requesting pere
mission to taks outside educational cours 2S eeaves 39

Work Project Man Hours ,
Typi'ng.."Oiit..I...'U'll.l.'.l.lﬂ..l‘llll'..‘..l..&.. 1‘9,381
Clericalil.!‘CIQQOIOIQO.'Q......OCOOOQ'.‘..‘l“'.l.. . & lill’s‘)(sg

Totale o ¢« & . e '§H;j75
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Personal History Statement FolderS.e.eeeescorasscnonescasse

In sddition, reguests totaling epproximatley Li,000
vere recelved for soparate forms of PHS's, Appendix I,
Cicrical Brochures, Secrecy Agreoments, Report of Med-
ical Nistory, Personal Resume, Certificate of Profi-
clency, Language Data Form, Employmont Information
Agreament, stc,

Bus tliCthS issued (appz‘oximately)...-......u..“nuu...

Clerical Induction Section Training (0T1)
Maximum numober in trainiag for one month, 211 claszses, (Sept.
Hinimunm nuabor in training for one month (Dacenbor)...
Averacse numbar in training for ono 1onthessvesseosncee
Man Hours devoted to training in required skills and
rolatad Subjects.iolQDQOO!!nt.'olll.iﬁilnclbbillil 26935

Clerical Orientation (CIR) | ~__ 25X9
Total Numheru0lwto'ittbot.t'utuoooaaluahowiocobctc!ht! -

NOTARY PUSLIC

Average weokly %¥obery Public service for official use and
assistance 10 Apency ¢Tm10Y00S ssasvasersanrosassosns 5

SUPPLY

The IAS is responsibls for the requisition, nalntenance and ise
suance of the diverss types of suppliss, formss and equipment used by
ithe various offices in the building, Two-to-thres previsionally
cleared employees ara continously trained to perform this service,

TRATNING F111S

Each week four training films are obtained from the Film Branch,
O0CR, and one is shown daily., The running time for the film averagoes
one hour and a half, Two-to-thres wale employ:es are continuously
trained to perate tha projaction, ‘

TESURANHCE PROGRAY LECTURE ‘
Each Tuesday morning at 0930 hours, ismadiately following the IAS
Orientation, a representative of the Insurancs Sianch condacts a ona-

hour lacture "fornew parsomel on the Agency hopsitalization and in-
surance bonefits progranm,
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CLERTCAT, TRAINING INDUCTION 8ECTTON, OTR, LECTURE

Following the Insurance and Hospitalization lecture, at 1930
hours a representative of the Clerical Training Induction Section
explains the eclerical training program,

FPLOYYR SYRVICES ORIENTATION

tbout 1l ¥ovembor 1961 the Employoe Sarvices Orientation funce
tion for new personnel was placed under tha jurisdichtion of tha
Clerical Assignment Dranch. Each Tuesday at 100 howrs this orien-
tation is piven by|EEEEEEEEEE o7 thc Clorical Assignment
Branch. At ths same time the responsibility of procuring and assem-
bling the information contained in the EOD Folders was reburnsd to
the Inbterim Assignment Section.

HOUSING, BULLETIN RDARDS AHD CAR POOIS
Gontinuous widsespread Agency interest in this triple function
raquires the services of a full time employee plus the assistance

of a male employee to post the bulletin board notices three times
8 wook, :

3. COMNFDEN A
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